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GOODWILL MISSON 

Goodwill of South Central Ohio partners with individuals with disabilities to help them lead the lives they 

envision. 

 

GOODWILL GOALS 

At Goodwill, we aim to provide effective, efficient, and coordinated services to the people we serve. Our three 

goals are: 
 

1. To provide effective, efficient, and coordinated services to our Goodwill employees and the people we 

serve. 

2. To assist with obtaining and maintaining services available from other organizations. 

3. To ensure everyone served by Goodwill is given a major role in determining the direction of planned 

services through informed choice and active participation in the development of his/her Individual 

Service Plan. 

 

GOODWILL’S PURPOSE 

We strive to ensure the dignity and personal safety of all participants. We will protect and enhance the rights 

of all  participants by establishing procedures for maintaining or releasing the confidentiality of participants’ 

records. 

 

GOODWILL’S OPERATIONS 

Goodwill is affiliated with Goodwill Industries International but is governed by a local board of trustees and 

managed by local people. It started in 1959 as part of Goodwill Columbus and later became a separate entity in 

September 1977.  
 

Goodwill is accredited by the Commission on Accreditation of Rehabilitation Facilities (CARF) and has been 

since 1999.  
 

Over the years, Goodwill has grown from serving only Ross County serving seven additional counties: Athens, 

Fayette, Hocking,  Jackson, Pickaway, Pike, and Vinton.  Throughout our eight-county territory, we provide 

job placement and other vocational services, have nine retail stores, operate an e-Commerce department, 

business services division, a warehouse including an internal recycling operation, and a corporate office.  

 

At Goodwill, our expertly trained staff offers a safe and productive environment for our participants, families, 

and friends within the communities we serve.  
 

• We ensure the dignity and personal safety of all employees and participants. 

• We protect and enhance the rights of persons served. 

• We maintain all confidentiality of records and services. 

• We provide services that are individualized to a participant’s needs. 

Section 1 A. Goodwill 



The conduct of the Board of Trustees, employees, and volunteers of Goodwill impacts our ability to manage 

our financial resources and serve the community. In order to strengthen our ability to comply with the Code of 

Ethics and Principles, we ask each trustee, employee, and our volunteers to agree to conduct him/herself in a 

manner that promotes essential values and ethical behaviors that include:  
 

• Operating in a manner that upholds the integrity of the organization and ensures public trust. 

• Upholding all applicable laws and regulations, and furthering the ability of Goodwill to accomplish our 

mission. 

• Being a responsible steward of the resources of our Goodwill. 

• Reviewing consistently ethical decision making. 

• Consulting others if presented with a dilemma on an issue. 

• Deciding on a course of action, determining your responsibility, reviewing all relevant facts and 

information, and referring to all applicable Goodwill policies and professional standards. Considering 

whether an action goes against ethical, moral, and professional standards will be taken seriously and 

investigated fully within 24 hours. Employees bringing such reports will not be subject to retaliation or 

adverse action based on the disclosure of the complaint. 

• Utilizing the CARF standards for continuous program improvement. 

• Working respectfully and ethically with all outside resources and following protocols from those 

agencies. 
 

Goodwill will provide effective, efficient and a coordinated delivery of individualized services to all of its 

participants or assist with obtaining services that are needed but not available within our organization.  
 

Goodwill’s programs of service shall be tailored to the needs of the people served, responsive to their 

expectations and relevant to their maximum participation in society.  Our ability to achieve this is dependent 

upon the development of goals and services based on the needs and expectations of the participants receiving 

such services, community employers, referral agencies and other stakeholders.  
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Section 1 B. CARF Accreditation 

The Commission on the Accreditation of Rehabilitation Facilities (CARF) 

is a national independent nonprofit accreditor of health and human services. 

CARF survey teams conduct a survey to determine the service provider's 

conformance to all applicable standards on site by observing services, 

interviewing persons served, other stakeholders and reviewing 

documentation. Surveyors give feedback to Goodwill and an accreditation 

award is made.  
 

Goodwill has always met the maximum accreditation award of three years 

since it was first accredited by CARF in 1999 and continues to the present. 

CARF accreditation is a requirement for Goodwill to work with OOD. 

Refer to the CARF Standards Manual for further information.   



Our Workforce Development team at Goodwill consists of a Missions Coordinator, Workforce Development 

Supervisor, Employment Specialists, and Job Coaches. Our staff has more than 50 years combined experience 

working with people with physical, psychological, emotional, and developmental disabilities, as well as people 

with other barriers to employment. 
 

The Workforce Development Department assists individuals in obtaining and maintaining competitive 

community employment. Participation of participants and guidance from the staff are assets to finding and 

keeping a job. Participants work one on one with an Employment Specialist to meet the needs and goals of the 

participants to ensure success.  
 

We develop our services to meet the needs of the people we serve on an individual basis. We will strive to 

ensure the dignity, rights and personal safety of our participants and provide accessibility in all aspects of our 

organization and in the community. Staff is expected to participate in assisting those served in meeting their 

employment goals and will not exploit any disability of those served.  

Workforce Development Department has four values:  
 

1. Communication: By emails, phone calls and meetings with our referral sources to maintain a good 

working relationship as well as providing updates on participants’ progress with a technique for 

expressing ideas effectively and using personal rapport. 

2. Honesty: Each staff of the Workforce Development Department shall be honest with all involved in 

the process of services, with a fairness and straightforwardness of conduct. 

3. Accuracy: Be accurate and detailed with all information sent to the referral source with a degree of 

conformity of a measure to a standard or a true value. 

4. Reliability: Each staff member of Goodwill holds the quality of being trustworthy and strives for 

performing consistently well when providing services. 
 

The Workforce Development Department staff understands and adheres to the principles of guarding the 

public trust, ethical standards and participants’ rights and responsibilities.  
 

In order to uphold the highest standards and ensure integrity, honesty, and reputation of the entirety of 

Goodwill, we agree to comply with the Code of Ethics and related Financial Reporting and Management 

Practices.  

• We agree to engage in and promote honest and ethical conduct, including but not limited to the 

soliciting, negotiating, and monitoring of all contractual relationships. 

• We will avoid the actual or appearance of conflicts of interest. Staff will not work directly with 

immediate family members (including in-laws and step-relatives). 

• We will comply with applicable laws, rules, and regulations of federal, state, and local governments.  

• We will use the restricted money for its requested specific purpose. We will be able to account for its 

actions and show how the funds were used. 

• We will practice honest, transparent, and timely communication to facilitate the free flow of essential 

information in accordance with the public interest. 

• We will ensure that all services are marketed in a manner that promotes respect for our employees and 
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Section 1 C. Workforce Development Department 



the people receiving services, as well as with sensitivity to cultural values and beliefs. 

• We will protect confidential information and comply with all legal requirements for disclosure of 

information affecting the welfare of others. 

• We will protect the privacy of people served and use their stories only with their expressed and written 

permission; a signed release will be kept on record as required. 

• We will disseminate accurate information and promptly and fully correct any erroneous 

communication for which we may be responsible. 

• We are committed to continually improving our relationship with our public, employees, and the 

people we serve. 

• We will not discriminate because of race color, religion, gender, sexual orientation, national origin, age 

ancestry, citizenship, disability, or any other legally protected status, and we shall endeavor to 

eliminate or prevent discrimination in rendering services. 

• We will treat one another, persons served, customers, and donors with ethical integrity, dignity, and 

respect. 

• We will strive to provide the highest quality of services at all times. 

• We strongly support the setting of professional boundaries between employees and persons served; 

while honoring a friendly and respectful provider/customer relationship. 

Section 1 D. WFD Supervisor Job Description 
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Job Title: Workforce Development Supervisor 

Reports to: Missions Coordinator 

FLSA Status: Exempt (Salary) 

Salary range: Not less than $35,000, based on experience 

Company status: Permanent Full-Time 
 

Essential Duties: 

• Oversee the workforce development team, ensuring billing is done accurately and timely and services 

are provided to participants timely, efficiently, and effectively in accordance with Goodwill of South 

Central Ohio polices, the Goodwill workforce development manual, and Opportunities for Ohioans 

(OOD) rules in effect. 

• Build and maintain a good rapport with the workforce team, businesses with which we work (including 

Goodwill’s retail management), and OOD to assure the success of participants and programs. 

• Assist the Missions Coordinator in interviewing and hiring competent, dedicated members of the 

workforce team, and improving the workforce program to meet the needs of participants in our eight-

county region. 

• Promote Goodwill within the community to enhance its public image and to obtain support for the 

furtherance of our mission. Demonstrate commitment to the highest standards possible in relationships 

with internal and external associates. 
 

Responsibilities: 

• Keep employees informed of events, activities, and changes affecting their employment. 



• Assist in the formation and direction of the workforce program. Oversee all workforce programs 

including PRE-ETS and RFP (when available). 

• Train new Employment Specialists. 

• Assist in administering all rehabilitation programming including staff scheduling, service coordination, 

and program involvement. 

• Maintain standards and documentation as required to retain CARF accreditation. This includes 

maintaining complete records on all assigned participants in case records files in a secure and 

confidential manner. 

• Work cooperatively with the Missions Coordinator to maintain all invoicing records for services 

performed by the workforce development team. 

• Maintain awareness of current and innovative methods, techniques and ongoing trends in vocational 

rehabilitation and share them with the workforce development team. 

• Manage the department’s budget in concert with the Missions Coordinator and track information 

required for CARF and OOD. 

• Conduct audits quarterly of invoices prepared by Employment Specialists to ensure their integrity. 

• Oversee and work with the Job Coaches to ensure Summer Youth, Community Based Assessments, 

and on-the-job supports are done efficiently and effectively. 

• Know, keep up with, and ensure the team is meeting OOD requirements. Build relationships with OOD 

staff. 

• Monitor all services provided by the workforce team to ensure compliance under the workforce 

development manual. 

• Monitor all employment specialists to ensure they are meeting monthly budget goals. 

• Monitor quality of services by conducting unplanned visits monthly. 

• Complete the Ohio Department of Developmental Disabilities 8-hour provider training annually and 

any other required training. 

• Maintain confidentiality. 

• Follow all Goodwill of South Central Ohio policies and procedures. 

• Other duties as assigned. 
 

Qualifications: 

• Exceptional analytical and decision-making skills. 

• Ability to work with all types of people, especially those with disabilities. A self-starter who can work 

independently and as a team player. Able to deal with stressful situations.  

• Ability to communicate clearly and accurately by phone, email, and in person. 

• Good organization and time-management skills. 

• Demonstrated proficiency with computers and software programs, such as Excel, Word, and cloud-

based software. Ability to quickly learn software used by Goodwill, such as Paycom, VR, and BID. 

• Demonstrated proficiency with a smartphone and apps, especially for training purposes. 

• Pleasant personality and neat appearance. 

• Must pass Goodwill-approved drug test. Will be subject to the company’s random drug testing 

procedures. 
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Job Title: Employment Specialist 

Reports to: Workforce Development Supervisor 

FLSA Status: Non-Exempt (Hourly) 

Salary range: Not less than $14.50, based on experience 

Company status: Permanent Full-Time 
 

Essential Duties: 

• Provide participants with appropriate, effective workforce development services to develop a path to 

achieve their career dreams and begin taking steps to achieve them. 

• Build and maintain a good rapport with the workforce team, businesses with which we work (including 

Goodwill’s retail management), and OOD to assure the success of participants and programs. 

• Promote Goodwill within the community to enhance its public image and to obtain support for the 

furtherance of our mission. Demonstrate commitment to the highest standards possible in relationships 

with internal and external associates. 
 

Responsibilities: 

• Work with participants to develop individual service plans which addresses their career barriers, 

concerns, needs, and objectives, including a timeframe. 

• Deliver services using techniques and methods proven to lead to successful outcomes. 

• Identify and build rapport with employers in our eight-county service area who can assist with 

placement of job-ready participants and serve as appropriate sites for community based assessments 

Section 1 E. Employment Specialist Job Description 

• Must pass a Goodwill-approved criminal background check and not appear on any government 

registries that track abusers or other such offenses. 

• Education and or Experience: 

• High school diploma or GED. 

• A bachelor’s degree in vocational rehabilitation or social work. Extensive experience may be accepted 

in place of degree. 
 

Physical Requirements: 

• Must be able to reach above head, bend from waist, and lift up-to 25 pounds. Accommodations will be 

made if the person makes use of a wheelchair or other mobility device. 
 

Certificates, Licenses, Registrations: 

• Current state drivers’ license, proof of current auto insurance coverage, and reliable transportation 

required. Ability to maintain coverage under company insurance policy for liability, bondability and 

other required coverages. 

• First Aid/CPR (can complete on-the-job) 

• CESP Certification 

• Career Planning Certification 
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(CBAs) and career exploration. 

• Develop an ongoing list of job openings for job-ready participants. 

• Ensure each participant has the tools necessary to seek employment including a cover letter, resume, 

and an account registered with Ohio Means Jobs. 

• Teach participants ways to improve their odds when applying and interviewing for jobs through 

methods such as mock interviews and how to highlight their skills. 

• Build and maintain relationships with other agencies such as Opportunities for Ohioans with 

Disabilities to maintain our referral system. 

• Maintain complete records on all assigned participants in a secure, confidential manner and following 

standards to ensure continuing CARF accreditation. Documentation should be detailed using proper 

spelling and grammar. 

• Maintain effective communication both internally and externally to ensure the success of participants 

and programs.  

• Attend meetings, trainings, seminars, etc. as necessary and/or appropriate for your position, including 

OOD standards and Vocational Rehabilitation Provider Manual training. 

• Monitor monthly reports and ensure to complete timely, accurate invoicing for services in accordance 

with standards of the Vocational Rehabilitation Provider Manual and fee schedule. 

• Participate in “staffing” meetings with counselors, participants, and the rehabilitation team to discuss 

services and progress. 

• Complete the Ohio Department of Developmental Disabilities 8-hour provider training annually and 

any other required training. 

• Maintain confidentiality. 

• Follow all Goodwill of South Central Ohio policies and procedures. 

• Other duties as assigned. 
 

Qualifications: 

• Ability to work with all types of people, especially those with disabilities (youth and adults). A self-

starter who can work independently and as a team player. Able to deal with stressful situations.  

• Ability to communicate clearly and accurately by phone, email, and in person. 

• Good organization and time-management skills. 

• Demonstrated proficiency with computers and software programs, such as Excel, Word, and cloud-

based software. Ability to quickly learn software used by Goodwill, such as Paycom, VR, and BID. 

• Pleasant, outgoing personality and neat appearance. 

• Must pass Goodwill-approved drug test. Will be subject to the company’s random drug testing 

procedures. 

• Must pass a Goodwill-approved criminal background check and not appear on any government 

registries that track abusers or other such offenses. 
 

Education and or Experience: 

• High school diploma or GED. 

• A bachelor’s degree in social services or related field. Relevant experience may be accepted in place of 

degree. 
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• Minimum of one year of experience working in a case management position. 

• Knowledge of business practices preferred. 
 

Physical Requirements: 

• Must be able to reach above head, bend from waist, and lift up-to 25 pounds. Accommodations will be 

made if the person makes use of a wheelchair or other mobility device. 
 

Certificates, Licenses, Registrations: 

• Current state drivers’ license, proof of current auto insurance coverage, and reliable transportation 

required. Ability to maintain coverage under company insurance policy for liability, bondability and 

other required coverages. 

• First Aid/CPR (can complete on-the-job) 

10 Goodwill of South Central Ohio  WFD Policies & Procedures Manual 

Section 1 F. Job Coach Job Description 

Job Title: Job Coach 

Reports to: Workforce Development Supervisor 

FLSA Status: Non-Exempt (Hourly) 

Salary range: Not less than $13, based on experience 

Company status: Varies 
 

Essential Duties: 

• Provide participants with the appropriate training and skills necessary to be successful in obtaining and 

retaining employment. 

• Build and maintain a good rapport with the workforce team and businesses with which we work 

(including Goodwill’s retail management) to assure the success of participants in the programs. 

• Promote Goodwill within the community to enhance its public image and to obtain support for the 

furtherance of our mission. Demonstrate commitment to the highest standards possible in relationships 

with internal and external associates. 
 

Responsibilities: 

• Work side-by-side with participants at the job site, training them on specific job skills, job safety, and 

appropriate work behaviors for success on the job. 

• Orientate the participant with the job site and the job responsibilities assigned by the employer, 

assisting them with completing job tasks to the employer’s expectations. 

• Observe and identify accessibility patterns of the workplace and/or habits of participants. 

• Modify and/or adapt the job to accommodate the participant’s needs with the job site supervisor’s 

approval. 

• Identify and resolve issues and/or concerns at the work site as needed. 

• Maintain a good working relationship with the participant, co-workers, and employer. Assist the 

participant in maintaining good working relationships with the employer and co-workers. 

• Observe and document the participant’s progress and identify areas of concern to help inform the 

development of job goals. Documentation should be detailed using proper spelling and grammar. 



• Communicate regularly with the Workforce Development Supervisor on the progress of participants as 

well as any issues or concerns as they arise to ensure the current service plan is adequate for the 

participants. 

• Maintain standards and documentation to ensure continued accreditation. 

• Maintain confidentiality. 

• Follow all Goodwill of South Central Ohio policies and procedures. 

• Other duties as assigned. 
 

Qualifications: 

• Ability to work with all types of people, especially those with disabilities (youth and adults). A self-

starter who can work independently and as a team player. Able to deal with stressful situations.  

• Ability to communicate clearly and accurately by phone, in writing, and in person. 

• Good organization and time-management skills. 

• Demonstrates proficiency with computers and software programs, such as Word, and cloud-based 

software. Ability to quickly learn software used by Goodwill, such as Paycom and VR. 

• Pleasant, outgoing personality and neat appearance. 

• Must pass Goodwill-approved drug test. Will be subject to the company’s random drug testing 

procedures. 

• Must pass a Goodwill-approved criminal background check and not appear on any government 

registries that track abusers or other such offenses. 
 

Education and or Experience: 

• High school diploma or GED 

• Higher education or experience preferred 
 

Physical Requirements: 

• Must be able to reach above head, bend from waist, and lift up-to 25 pounds. Accommodations will be 

made if the person makes use of a wheelchair or other mobility device. 
 

Certificates, Licenses, Registrations: 

• Current state drivers’ license, proof of current auto insurance coverage, and reliable transportation 

required. Ability to maintain coverage under company insurance policy for liability, bondability and 

other required coverages. 

• First Aid/CPR (can complete on-the-job) 
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Opportunities for Ohioans with Disabilities (OOD) is an agency of the State of Ohio whose mission is, “To 

provide individuals with disabilities opportunities to achieve quality employment, independence, and disability 

determination outcomes.”  
 

OOD has a vision “To be the most recognized and valued resource for Ohioans with disabilities.” 

OOD has three goals: 

1: To increase integrated employment and independent living outcomes for Ohio citizens with disabilities. 

Section 2 A. OOD 
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 2: To expand our statewide network of businesses, providers, and partnerships to effectively deliver services. 

3: To ensure the excellence and accountability of OOD's programs, services, and partnerships.  
 

We partner with OOD to ensure their mission, vision, and goals are met through services we provide to 

participants in our eight-county territory. This relationship allows us to further our own organization’s mission 

through partnerships we form in the local communities we serve.  
 

For us, OOD is a referral and funding source. OOD pays Goodwill for services which are authorized so 

Goodwill can assist participants with obtaining and maintaining employment. It is important for us to maintain 

this relationship by providing accurate and quality services to the participants, using thorough documentation, 

and constant communication.  
 

OOD has counselors who work with us on a more personal level. Counselors send referrals to us to provide 

services to participants. Goodwill staff members will meet with several counselors in the assigned area. 
 

OOD has strict confidentiality policy and procedures to follow and Goodwill adheres to the following: 

Confidential information includes, but is not limited to Individual’s full name, address, Social Security 

Number, copies of identification, e.g. driver’s license, disability/medical history, or any combination of 

information that could potentially identify a specific Individual. 
 

Goodwill will adhere to the following: 
 

• Storage of information, in either paper or electronic format, when not in use, e.g. locked in a file 

cabinet/office, not left unattended, visible on a desk when not being used etc.  

• Storage of information on electronic media, e.g. secure and encrypted on computers and other mobile 

devices such as phones; encrypted storage devices (“jump drives”) etc. OOD does not recommend but 

does not prohibit the use of “jump drives” to store Individual’s information.  

• Transportation and use of data outside of the office, e.g. store information in the trunk of the vehicle or 

non-visible from the outside, policies against leaving information in vehicles overnight etc.  

• Restrict access to Participant’s information, e.g. access must be for business related needs, Goodwill 

Staff should not be able to access records for family members/significant others, etc.  

• Implement measures to prevent electronic communications, email or fax, to unintended recipients.  

• Other areas as identified and required by accrediting, certification, or State/Federal agencies, e.g. 

Commission on Accreditation of Rehabilitation Facilities (CARF), Academy for Certification of 

Rehabilitation & Education Professionals (ACVREP), or Department of Developmental Disabilities 

(DODD), etc. 

• Upon request Goodwill shall share a copy of their confidentiality policies and procedures with OOD. 
 

Breaches or loss of confidential information is of significant concern. Goodwill must notify OOD as soon as 

possible but within one (1) business day of any breaches or loss of confidential information. Goodwill shall 

report the incident in writing by emailing pcmu@ood.ohio.gov using the subject line of “Confidentiality 

Incident.” The email shall include the following information:  

• Date of the incident 

• Name(s) of the impacted Individual(s) 
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Section 2 B. Counselors 

A counselor has a process to utilize with the participant to get services started. Participants must fill out an 

application and once the counselor is assigned, the participant is contacted, met with and made eligible for 

services. Counselors must then write a plan for employment with participants. Informed Choice is a right 

participants have to choose the provider they want to work with. There are several providers in the area 

Goodwill serves. Participants may contact providers and inquire about services offered and may review the 

providers scorecard before making a decision. The counselors then send referrals to the provider the 

participants have chosen through Informed Choice and continue to work one on one with the participants and 

the assigned employment specialist. The counselors will make all decisions regarding services based on 

participants’ needs and input. 
 

The Employment Specialist will meet on a regular basis with the counselors. These meetings are called 

"Staffings." Staffings can happen weekly, monthly or situationally. Meetings with area supervisors and 

counselors will be scheduled on a regular basis, but quarterly at a minimum. 
 

There are marketing materials to give to counselors about Goodwill. These can be used for Informed Choice 

and participant interest. Marketing activities will uphold the integrity of Goodwill of South Central Ohio as to 

merit the continued support and trust of the public. 
 

Marketing activities are part of Goodwill of South Central Ohio's accountability to the public. 

Participants are the heart of the work we do here at Goodwill. We help them reach their goals of employment 

by providing services requested by their counselors. The fee schedule provided guides with services that are 

authorized. Goodwill follows participants’ rights and responsibilities as well as ensures that all information is 

kept confidential.  
 

Once Goodwill receives the referrals, the Missions Coordinator assigns an Employment Specialist to the 

participant. Employment Specialist will make initial contact with participant within a 24-hour period to 

schedule an Intake. In the event that a participant cannot be contacted within the 24-hour period of receiving 

the referral, the participant will receive a letter, given a date of 10 days for the participant to contact the 

Employment Specialist. The letter will introduce the Employment Specialist and ask the participant to call to 

set up the initial appointment. Employment Specialist will notify the counselor by email within 24 hours of the 

attempt to contact and let them know a letter was sent to the participant. The Employment Specialist will 

continue to attempt to contact the participant until told otherwise by the counselor. 

• Description of what data was lost or accessed without authorization 

• Goodwill’s response e.g. law enforcement reports etc. 
 

Both OOD and Goodwill shall provide a written notification to impacted Individuals with a description of the 

incident. 
 

A breach in confidentiality WILL NOT be tolerated. It will result in disciplinary action, up to and 

including termination.  

Section 2 C. Participants 
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Once the participant has been reached, the Employment Specialist shall schedule an initial appointment for 

Intake to be completed within 5 business days. After all signatures are obtained for the intake services can 

commence. Depending on the type of service requested the Employment Specialist shall meet with the 

participants at least once a week for appointments. 
 

Failure to achieve these things will result in disciplinary action, up to and including termination.  
 

In recognition of the rights of all individuals, it is the policy and practice of Goodwill Industries to protect the 

rights and privacy of all of our employees, clients, and volunteers.  We will do this in ways that are reasonable 

and consistent with good business practices, with the rights of individuals as our ultimate guideline. We will 

adhere to the confidentiality and ethics policies and procedures of OOD VR Provider Manual. 
 

Providers may not use social media to communicate with Participants.  
 

Participants have the right to maintain a professional relationship with the staff of Goodwill Industries of 

South Central Ohio by using social media sites such as Facebook, Linkedin, and Twitter, etc.  To maintain 

your confidentiality Goodwill Industries of South Central Ohio staff are not allowed to communicate directly 

with you on these sites. 
 

Participant Rights: 

1. The right to always be treated with courtesy and respect and with full recognition of their dignity and 

individuality.  

2. The right to an appropriate, safe, and sanitary living environment that complies with local, state, and 

federal standards and recognizes the persons’ need for privacy and independence.  

3. The right to food adequate to meet accepted standards of nutrition.  

4. The right to practice the religion of their choice or to abstain from the practice of religion.  

5. The right to timely access to appropriate medical or dental treatment.  

6. The right of access to necessary ancillary services, including, but not limited to, occupational therapy, 

physical therapy, speech therapy, and behavior modification and other psychological services.  

7. The right to receive appropriate care and treatment in the least intrusive manner.  

8. The right to privacy, including both periods of privacy and places of privacy.  

9. The right to ownership and use of personal possessions to maintain individuality and personal dignity.  

10. The right to communicate freely with persons of their choice in any reasonable manner they choose.  

11. The right to social interaction with members of either sex.  

12. The right of access to opportunities that enable individuals to develop their full human potential.  

13. The right to pursue vocational opportunities that will promote and enhance economic independence.  

14. The right to be treated equally as citizens under the law.  

15. The right to be free from emotional, psychological, and physical abuse.  

16. The right to participate in appropriate programs of education, training, social development, and 

habilitation and in programs of reasonable recreation.  

17. The right to participate in decisions that affect their lives.  

18. The right to select a parent or advocate to act on their behalf.  

19. The right to manage their personal financial affairs, based on individual ability to do so.  

20. The right to confidential treatment of all information in their personal and medical records, except to 
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the extent that disclosure or release of records is permitted under sections 5123.89 and 5126.044 of the 

Revised Code.  

21. The right to voice grievances and recommend changes in policies and services without restraint, 

interference, coercion, discrimination, reprisal, or result in barriers to services.  

22. The right to be free from unnecessary chemical or physical restraints.  

23. The right to participate in the political process.  

24. The right to refuse to participate in medical, psychological, or other research or experiments.  

25. The right to access or gain referral to legal entities for appropriate representation.  

26. The right to access or gain referral to self-help support services.  

27. The right to access or gain referral to advocacy support services.  

28. The right to freedom from: financial or other exploitation, retaliation, humiliation, and neglect.  
 

Participant Responsibilities: 

1. To be on time for all scheduled appointments, classes, and work.  

2. To be groomed and dressed properly.  

3. To ask questions if you do not understand.  

4. To act in a manner consistent with your work or training environment.  

5. To participate in your vocational planning.  

6. To encourage family or friends to get involved in your Individual plan.  

7. To file a complaint if you feel your rights have been violated.  

8. To follow safety procedures at your job site.  

9. To be committed to and strive for success. 
 

What you can expect from us:  
 

Goodwill Staff will assist with reaching vocational goals: 

• Assist with completing a successful resume on the second appointment of Job Development Services. 

• Assist with job interview skills, through performing mock interviews. 

• Maintain contact; by returning phone calls and emails within 24 hours, except on weekends and 

holidays.  

• Scheduling face to face appointments weekly while the case is active. 

• Keeping in constant contact with OOD Counselor to report any changes in goals and the progress made 

while in this program. 

• Assist with follow up on all job leads. 

• Making sure that once employment has been obtained, Goodwill staff will assist with any complaints 

and/or barriers that may affect employment for a minimum of 90 days. 

• Goodwill staff will provide information on any public assistance. 

•  Goodwill will require a signed Release of Information prior to releasing any confidential information.  

• Goodwill job coach will review job safety with participants on the job. If there is a safety handbook 

one will be given to the participant and reviewed before the job starts. If the employer has a drill during 

the shift the job coach will guide the participant in the direction of safety. The participant will know 

where all emergency exits are on the job site. 



Section 2 D. Businesses 

Businesses, Potential Employers, Private Sector Stakeholders 
 

Part of the services Goodwill provides will require interaction with businesses in the areas Goodwill serves. It 

may also be necessary for us to ask businesses to act as training sites for our participants. When we visit a 

business, make an appointment, dress professionally, and take marketing materials. Be courteous and explain 

our services thoroughly. Have confidence in what you are explaining to the business and make sure you are 

clear on what you need from that business. Cover wage cost, liability, tax credits, and that a job coach, with a 

name badge, will be with the participants at all times.  Make sure to explain to the business what the job 

coach’s role will be. All businesses shall be followed up within a 48-hour period except on weekends and 

holidays.   
 

Goodwill works with several businesses in the community. Employment Specialists will check to see if there 

is already contact information for that business. Consent for release forms will need to be signed by the 

participant/guardians for further contact with employers.  
 

We must be good stewards of these community resources and follow the below: 

• Goodwill staff shall act in a professional manner at all times while representing Goodwill. 

• All members of the community must always be treated with respect and dignity, regardless of their 

reason for contact with the agency.   

• We need to be responsive to the needs and concerns of the community. 

• Responses and interactions must be conducted in an atmosphere of education regarding the mission of 

the agency. 

• Individuals expressing complaints regarding activities of the organization must be listened to politely.   

• Actions must be guided by a willingness to understand and an offer to respond to the complaint. 

• Answers to complaints must be given in a professional, dignified manner. 

Section 3 A. Services 

Goodwill provides multiple services that may be used to assist an individual with their transition into the 

workforce. Services offered include career interest and assessment workshops, community-based assessment, 

job coaching, job development, life skills training, occupational skills training, work adjustment, and youth 

works. 
 

DOCUMENTATION ON ALL CONTACT IS MOST IMPORTANT.   
 

• Employment Specialist and Job Coach will document all contact in case notes with participants, 

participants’ families, counselors, supervisors, and employers. This is to be completed within 24 hours. 

• Employment Specialist will keep in constant contact with counselors at all times. 

• Documentation can be completed on the VR database.  

• Keeping a record of all contact is essential for monthly reports, audits and any other matter that arises.  

• Actual times of services are to be documented daily and cannot overlap or occur during a lunch break 

or after work hours.  
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Any inconsistencies or falsified documentation WILL NOT be tolerated. Any instances will result in 

disciplinary action, up to and including termination.  
 

Goodwill staff has personal cell phones that are subsidized by Goodwill and will not answer phones when “off 

the clock.” When staff returns to work they will document all calls, messages, emails or text from participants 

within 24 hours.  
 

At the end of each service, participants will be asked to participate in a survey. The survey is designed to 

solicit feedback from the persons served regarding service benefits. Information from the survey will be used 

to improve services.  
 

The following are services offered by Goodwill:  
 

Intake: Intakes are utilized to provide compensation for time associated with meeting accreditation 

requirements. The initial service is to allow the Employment Specialist (ES) and participant to meet and 

discuss services, review referral information, complete necessary forms, discuss confidentiality, including 

limitations of confidentiality, rights and responsibility, review employment and educational history, substance 

abuse and legal history, gather information on work preferences to include location, wages, hours and to 

develop appropriate service plans. Referral source shall be contacted with of all updates or discrepancies to the 

initial referral. 
 

Site Development: (SD) is utilized to secure a potential employment setting that may be used to help either 

assess or address a participants’ vocational barriers.  
 

Community-Based Assessment: (CBA) is an assessment of participant’s unique strengths, resources, 

priorities, concerns, abilities, and capabilities or is intended to determine if a participant is capable of 

performing the essential functions of a specific job. A Job Coach, (JC) will be on-site and with the participant 

during the assessment to provide instruction, evaluate participant’s interaction with peers, work behaviors, 

work tolerance, skills, and abilities. The participant will be paid for hours worked at the Ohio Minimum wage 

rate.  
 

Career Exploration: (CE) includes services such as job shadowing, informational interviews, interviewing 

participants and family members, observing participants in the community, exploring vocational interests, and 

research of the local labor market information to help participants identify an employment goal. This service is 

to assist the participant and VR staff to narrow possible employment options to one, which, will be listed on 

the Individualized Plan for Employment (IPE). Employment Specialist will help the participant review the 

information obtained and make an informed choice on an employment goal.  

Work Adjustment: (WA) is a training program in either a community or facility-based setting to assist the 

participant in acquiring or improving work skills, work behaviors, work tolerance, interpersonal skills, and 

work ethics. Issues that could be addressed are attendance, social skills, life skills, anger management, 

independent living skills, health and wellness, proper budgeting, money management, work habits, grooming 

and hygiene, social skills, and other potential barriers that are identified by Vocational Rehabilitation (VR) 

staff or Community Rehabilitation Program (CRP) staff.  The participant will be paid for hours worked at the 

Ohio Minimum wage rate.  
 

Summer Youth: (SY) is a program intended to promote students transitioning from school to post-secondary 

education, vocational training, or integrated employment.  Services include an evaluation of the participants’ 
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vocational needs, instruction on vocational topics such as interviewing skills, work behaviors, basic job 

readiness skills and independent living skills; as well as integrated community-based work experiences.  

Youth will be paid Ohio minimum wage for time spent on work.  

Job Seeking Skills Training: (JSST) involves preparing a participant to apply, interview, and secure a job. 

Service may be individualized or follow a standardized curriculum. ES will work with the participant to 

develop resumes and cover letters, teaching interviewing skills, assist in developing strategies to discuss 

potentially challenging issues such as legal history, need for accommodations, etc. Conduct mock interviews 

and feedback, assist in developing a “cold call” script, on filling out applications, providing recommendations 

on the dress, grooming, and interpersonal skills.  
 

Job Development: (JD) includes making contacts with employers and identifying potential job leads to help 

participants find a job. ES and participants will have weekly contact with the service to share job leads and 

provide updates. Specific tasks may include, but are not limited to: assisting in completing applications, 

sending resumes and cover letters, accompanying participant and providing transportation to interviews, 

reinforcement of interviewing skills, follow up with employers, educating employers on hiring incentives, and 

negotiating hiring.  
 

On-the-Job Supports: (OJS) provides assistance, such as, instruction to learn job tasks; natural and peer 

supports; and adjusting to the work environment. Contact with participant shall be made within one week of 

the 90th day after the job has been stabilized. The outcome is for the participant be successful on the job.  

Transportation: Employment Specialist may assist with transportation to and from work and to other 

vocationally related appointments as determined and approved by VR staff. 
 

Setup for Technology Access Readiness Training (Start Up): The purpose of this service is to teach 

participants to use technology (iPad, laptops, and/or computers) to be able to effectively participate remotely 

in services defined in OOD’s VR Fee Schedule or other services approved and authorized by OOD. The 

service may consist of hardware (e.g., iPad, laptop) setup, registration of devices, installing and use of 

applications and/or programs required for remote services, such as Zoom, Teams, Google Classrooms, etc. 

After the initial setup, some participants may need additional assistance learning how to use the technology or 

with setting up additional devices and/or programs. START UP may be used for ongoing support beyond the 

initial setup. This service is not intended to take the place of Rehabilitation Technology – Computer Access, 

which focuses on the usage of adaptive software such as Jaws, ZoomText, etc. The START UP service shall 

not be used to assess or train individuals on computer software, e.g., Microsoft Word, etc. 
 

Activities of Daily Living Training (ADL):  Commonly referred to Rehabilitation Teaching, is utilized to 

teach participants with visual impairments and other disabilities such as cognitive disability, traumatic brain 

injury, deafness, or those with language deprivation, to learn ADLs to enhance safety, independence, and 

employability. Provider will assess the needs of the participant, make recommendations to VR Staff or VR 

Contractor, and identify which areas the participant may have barriers as well as strengths. Provider will 

develop a plan outlining benchmarks, specific goals, instructional techniques, and estimated timeframes to 

achieve learning objectives. Provider staff can provide training on topics such as: selecting and organizing 

clothing, preparing meals, budgeting, and managing money, and maintaining hygiene. Instructional techniques 

can include one-on-one demonstration, repetition, and development of natural supports and cues. The outcome 

of the service is that the participant will develop the skills and confidence to be able to live and manage their 

activities of daily living independently.  
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Pre-Employment Transition Services (Pre-ETS): Pre-Employment Transition Services are provided to 

students with disabilities (SWD) who have been determined eligible or are potentially eligible (PE) for 

Vocational Rehabilitation (VR) services. Services are short-term and can precede or supplement traditional 

VR transition services. They are designed to help students identify career interests and improve the transition 

of students from school to postsecondary education and/or employment outcomes. An intake would not be 

authorized for the PRE-ETS subcategories: Pre-ETS Coordination would be authorized. Pre-Employment 

Transition Services can be provided individually or in groups and include the following five (5) different sub-

categories: 1) Counseling on Post-Secondary Opportunities; 2) Instruction in Self-Advocacy, 3) Job 

Exploration Counseling, 4) Work-Based Learning, and 5) Workplace Readiness Training. 
 

Work Incentives Planning (WIP): Work Incentives Planning (WIP) services are utilized to provide 

information on how participating in vocational rehabilitation services and returning to work can positively 

impact the participant’s earning potential. The Flat Fee shall include the time interviewing the participant, 

verifying benefits, analyzing data, and a review of the written report with the participant and if applicable, 

their parent or legal guardian, and/or representative payee. WIP takes into consideration current Federal, State, 

and Local benefits such as Title II (Social Security Disability Insurance (SSDI), Disabled Adult Child (DAC), 

Survivor Benefits, etc.); Title XVI (Supplemental Security Income (SSI)); Health Benefits (Medicaid, 

Medicare, other Private or Public health benefits); Veteran’s benefits; and housing, food, and other public 

assistance programs. WIP services also provide participants information on work incentives including but not 

limited to: Ticket to Work, Impairment Related Work Expenses (IRWE), Trial Work Periods (TWP), Student 

Earned Income Exclusions (SEIE), Plan for Achieving Self-Sufficiency (PASS) plans, etc. The outcome of the 

service is to provide a participant a comprehensive overview of how working affects benefits and how work 

incentives can be utilized to maximize earnings.  
 

Work Incentives Coordination (WIC): Work Incentives Coordination (WIC) services are utilized to assist 

the participants in coordinating and resolving benefits issues which include but are not limited to reporting 

income; applying for and documenting work incentives; applying for Medicaid Buy-In for People with 

Disabilities; and resolving over-payments. WIC may also be utilized to assist participants with developing and 

implementing a Plan for Achieving Self-Sufficiency (PASS). WIC services shall not be utilized to assist a 

participant in applying for Social Security benefits or completing a Continuing Disability Review (CDR).  
 

Travel Training (TT): Travel Training is utilized to teach participants how to travel independently on public 

transportation or in the community in their own private vehicle. The provider shall assess the needs of the 

participant and make recommendations to VR Staff or VR Contractor regarding in which areas the participant 

may have barriers and strengths as well as the service needs of the participant. Instruction should include 

topics such as: learning how to schedule transportation requests with transportation providers; reading bus 

schedules; purchasing tokens/bus passes, training on the public transportation rules; and contingency planning 

in the event of an unexpected issue (e.g., a missed bus, getting off at the wrong stop, or using GPS to 

navigate). Provider staff may provide instruction by demonstrating how to ride public transportation with the 

participant until the participant is independent. The outcome of the service is that the participant will be 

confident and independent in their ability to work and travel in the community.  
 

Drivers Training: One-on-one tutoring provided by Goodwill workforce staff to tutor Vocational 

Rehabilitation participants who are working to pass the written Ohio Driver’s Permit Test. Service begins with 

a pre-test to gauge current knowledge, and a tutoring plan is created thereafter. Goodwill staff will provide one
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-on-one tutoring in person to assist the participant in completing detailed steps to obtain a valid Ohio Class D 

(standard license) driving permit and individual instruction on laws and street signs, using the Digest of Ohio 

Motor Vehicle Laws and published driver’s education curriculum. This service will provide the participant 

with one-on-one assistance from Goodwill staff with studying the driver’s manual, presentations, discussions 

on responsibility, insurance needs, driving safety needs, and completing internet practice tests only. This 

service will not include any driving hours. Goodwill staff may also include assistance with test scheduling, 

securing accommodations, and taking the participant to the test site, if needed. Length of tutoring will be a 

minimum of 24 hours with an understanding that service may be extended depending on the comprehension 

and skill level of the participant. 
 

Miscellaneous Training: One-on-one training provided by Goodwill workforce staff to tutor Vocational 

Rehabilitation participants who are enrolled in an Able/Aspire program working towards passing the GED 

Test. The service may be provided in person to assist participants by tutoring them on subjects they are having 

difficulty mastering. Monthly reports are submitted with academic progress and goals.  Length of tutoring will 

be a minimum of 24 hours per four subject areas with an understanding that service may be extended 

depending on the comprehension and skill level of the participant. Service may also include assistance with 

test scheduling, securing accommodations, and taking the participant to the test site, if needed. 
 

Remote Services: VR Fee Schedule services are generally provided in person as direct services from local 

providers. When appropriate for the participant and with participant approval, most VR services may be 

provided remotely, including but not limited to: Intakes, Job Development; On-the-Job Supports; Work 

Incentive Planning; Career Exploration; Vocational Evaluations; Interpreter Services; Rehabilitation 

Technology; Pre-Employment Transition Services; and Job Seeking Skills Training.  
 

Orientation and Mobility providers may complete as much of the assessments as possible remotely to start 

making plans for training and provide a limited scope of instruction to include items such as concept 

development or instruction through family members (sighted guide techniques, etc.) as the provider finds 

appropriate. Community Based Assessments, Work Adjustments and Job Readiness Training cannot be 

provided remotely. These services are required to be provided in person at an employer worksite as part of the 

service definition and cannot be provided remotely.  
 

Activities of Daily Living (ADL) services may be provided remotely for services that do not require on-site 

assistance (e.g., budgeting). ADL services that are traditionally provided in person, such as cooking or ironing, 

cannot be provided remotely. Services outside of those mentioned here, such as Addendum/Miscellaneous 

Training Addendum can be provided remotely.  
 

Providers are required to email the Provider and Contract Management Unit (PCMU) at pcmu@ood.ohio.gov 

with their proposal to receive approval. Remote services must be direct services to participants through phone, 

Microsoft Teams, Skype, Facetime, or other electronic communication. Texting (excluding disability-related 

accommodations) is not an approved delivery method for remote services. Remote services shall not include 

any “assigned” tasks for the participant (e.g., online training). Services must involve a staff person in direct 

communication with the participant. 
.  

Bridge Support Services (BSS): Bridge Support Services (BSS) are intended to enhance participant 

engagement and to focus directly on employment supports through short-term support to overcome significant 

barriers to employment. These services are not intended as ongoing services, or to mimic, duplicate, or 
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supplement case management services that may be available from other sources (e.g., mental health and local 

county board of developmental disabilities services). These services are as follows: 
 

Identification (ID) Obtainment/Replacement: BSS may be utilized to help a participant obtain an ID 

(e.g., driver’s license, State ID) needed for a paid work experience or employment. Consider using website 

services in conjunction with any needed visits to any government offices such as the Ohio Bureau of 

Motor Vehicles (https://www.bmv.ohio.gov/). This service may also be utilized to help a participant obtain 

a replacement ID or documents necessary for paid work experience or employment (e.g., social security 

card, driver’s license, I-9 documents). This service may not be used to fund the reinstatement fees for 

replacing IDs due to warrant blocks. 
 

Work Clothing Assistance: This includes helping a participant choose and purchase appropriate 

interview or work clothing. Service time includes direct service with the participant including any 

transportation with the participant in the vehicle, time at any stores, and time transporting the participant 

back home. 
 

Community Connections: This service includes connecting participants with resources in the community 

to address significant barriers (e.g., accessing childcare, addressing homelessness). Services in this 

subcategory include: assistance setting up mental health case management, childcare services, setting up a 

bank account, housing, interview clothing, or applying for services with other community agencies such as 

Supplemental Nutrition Assistance Program (SNAP), Women, Infants & Children Program (WIC), or 

Medicaid This subcategory can also be used to address transportation barriers and may be used to research 

available options such as public transit, ride share services (e.g., Uber, Lyft) or other viable local options 
 

Training Preparation Support: This service is to assist participants with applying for post-secondary 

training and completing any required application documentation and/or FAFSA documentation as needed, 

or required, when other assistance (e.g., school guidance counselor, financial aid office, parent, case 

manager, independent completion) is not available or feasible. 
 

Training Exploration: This service may be used to research academic post-secondary programs, 

complete college entrance applications, assist with college visits, assist with the initial class registration, 

visit student disability services offices, etc. when other assistance (e.g., school guidance counselor, parent, 

admissions office, independent completion) is not available or feasible.  
 

Site Coordination (SC): Site Coordination may be used by providers to facilitate a Community Based 

Assessment (CBA) and/or Work Adjustment (WA) at a business with which a provider has an existing 

relationship. Site Coordination will include all contacts with the participant, potential business, VR Staff or 

VR Contractor. Site Coordination may include an interview, site tour with the potential business, and/or 

staffing to discuss the potential site and job duties. Site Coordination shall be issued at the same time as the 

Intake authorization (if needed). Site Coordination ends once the site has been confirmed and the dates and 

times of the CBA or WA are determined. Site Coordination and Site Development shall not be authorized 

together for the same service.  
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Service monitoring is conducted to ensure Goodwill staff are providing quality services to participants and are 

in compliance with the OOD Services and Standards VR Provider Manual. Goodwill has developed an 

integrated system of internal controls, designed to provide reasonable assurances these objectives are being 

met. The internal control activities are listed below: 
 

• The Workforce Development Supervisor will be copied on all emails sent out by the Employment 

Specialist, including but not limited to, emails sent to the Counselor regarding no contact.  

• The Employment Specialist and Job Coaches are required to maintain Outlook Calendars that 

document their planned work week and are to be updated daily with their actual work schedule.  

• The Workforce Development Supervisor will check Employment Specialist and Job Coach’s Outlook 

Calendars to ensure meetings are scheduled.  

• The Employment Specialist and Job Coaches are required to notify the Workforce Development 

Supervisor by email of any canceled appointments. 

• The Workforce Development Supervisor will review all participant Pacyom entries or timesheets to 

ensure meetings take place. 

• The Workforce Development Supervisor will review all participant timesheets to ensure OOD 

requirements are met and signatures are handwritten.  

• The Workforce Development Supervisor will complete follow-up calls with the participant and 

employer at the end of each service to discuss their experience. 

• The Workforce Development Supervisor will review completed participant and employer surveys and 

track any trends on an Excel spreadsheet to address any internal training needs.  

• The Workforce Development Supervisor will conduct a monthly staff meeting to discuss all active 

cases, service progress and any issues that need to be addressed.  

• The Workforce Development Supervisor and Missions Coordinator will meet weekly.  

• The Workforce Development Supervisor will make two (2) unplanned visits per staff per quarter to 

ensure meetings take place and the service is being conducted in accordance with the VR provider 

Manual. The Workforce Development Supervisor will track the visits in Excel, including but not 

limited to, the name of the staff, date and time of the visit, location, and any issues identified.  

• The Missions Coordinator will complete (10% of total services for the month) follow up calls with the 

participant and employer to discuss their experience.  

• The Missions Coordinator will meet with the Workforce Development Supervisor and staff monthly to 

discuss the Workforce Development Program.  

Section 3 B. Service Monitoring 

Section 3 C. Training 

Goodwill staff will be required to attend all training including, but not limited to, the following: 

• Workforce Development Policy and Procedures Manual 

• CARF Manual 

• VR Provider Manual 

• Fee Schedule 
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• How to register with OOD for emails  

• Confidentiality 

• Participant Rights & Responsibilities 

• Ethics 

• Billing Process 

• Authorizations 

• Setting up case file for participant 

• Reports for Job Coaching 

• Ohio Means Jobs Website 

• Resume/Applications  

• OOD Webinars/Training 

• Service Plans 

• Talking to Businesses/Employers 

• Terminology Training/Report Writing 
 

Staff will register on OOD’s website through Granicus for all notifications. All billing will be completed 

through Zixmail.  
 

All staff will sign a form acknowledging they received all manuals required by Goodwill.  
 

All staff will sign a sign-in sheet for all required training to validate attendance. 

Section 4 A. Authorizations 

Authorizations act as purchase orders from OOD to Goodwill for services. The Workforce Development 

Supervisor receives the authorization by email from OOD support staff. The Missions Coordinator enters the 

authorization into the participants’ case file or creates a participant case file if one does not exist. The 

Workforce Development Supervisor then assigns the participant to the Employment Specialist.  
 

Services will not be provided without an authorization.  
 

Authorizations have a number for billing purposes, counselor name, and date range the service needs to occur. 

Authorizations contain a number of units of service billable for a participant as well as what services to 

provide. Per CARF Accreditation Goodwill is required to maintain service plans per participant and the 

Employment Specialist will update the service plans per OOD changes in services.  
 

Per CARF and OOD’s retention policy, Goodwill shall keep case records for three (3) years. 
 

For services authorized on a monthly basis, Goodwill must communicate their request for units for the next 

month to VR staff and/or VR Counselors at least ten days before the end of the month to ensure that there is 

sufficient time to create, issue, and send a copy of the authorization to Goodwill.  



24 Goodwill of South Central Ohio  WFD Policies & Procedures Manual 

Original authorizations are kept in VR and on the Google Drive under participant documents. A thorough 

report will be completed for each service provided. Billing will be completed at least monthly or upon 

completion of services. 
 

Participant attendance (face to face meetings) is tracked by a participant sign-in sheet.  All participants 

meeting with provider staff are required to sign in including the date and time of the meeting. The participant’s 

sign-in sheet will be printed out and kept on file as part of Goodwill’s internal control process. 

In addition, services that require a participant timesheet recording hours worked are updated daily and signed 

by the participant at the end of the last week worked affirming the hours worked. Employment Specialist will 

assist with discrepancies in timesheets. Timesheets will be printed out and kept on file as part of Goodwill’s 

internal control process. 
 

Handwritten signatures are required by OOD for Intake, participant timesheets, Job Readiness Training 

timesheet, Job Development Plan, and Employment Verification Tier II. 
 

Upon completion of service, the Missions Coordinator and Workforce Development Supervisor will review all 

reports and invoices prior to submission to OOD for payment. The HR Assistant will track errors by 

authorization number on an Excel spreadsheet to identify trends and training needs.  
 

The CFO will review 10% of the total reports each month after submission to OOD for payment. The CFO 

also will track all reports and invoices reviewed by authorization number on an Excel spreadsheet identifying 

any errors found. 
 

The Employment Specialist will enter the billing information into the VR database. The Workforce 

Development Supervisor will review the OOD VR Provider Manual and Fee Schedule to ensure compliance 

with service report and billing procedures. The HR Assistant will enter the billing and invoice information into 

the accounting database. The CFO will review a paper copy of 10% of billing and invoices and review the 

accounting database for compliance. If the CFO identifies any errors the billing and invoice will be returned to 

the Workforce Development Supervisor for corrections.  
 

Goodwill will be proactive in reviewing all reports before submission for payments. The process for reviews 

are as follows: 

• Employment Specialist writes the reports.  

• The Workforce Development Supervisor and Employment Specialist will review all reports together. 

• The Missions Coordinator will review for the following: 

○ All invoices to verify all fields are completed and correct such as Participant name, 

authorization number, Employment Specialist, dates of service, service type, units of service 

and fee, and total invoiced amounts. 

○ All service reports verifying dates of service compared to calendar and timesheets. 

○ Actual times of services are to be documented daily and cannot overlap or occur during a lunch 

break or after work hours.  

○ All forms are signed by the participant/guardian, if applicable, and all signatures are 

Section 4 B. Billing 
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handwritten. 

○ Validate social media was not used to communicate with participants.  

○ Validate that participants signed a paper with date and time of the meeting.  

○ Thorough documentation of all contacts between the Employment Specialist, Participant, and 

Employer. 

○ That Employment Specialist address information requested in the referral 

○ That the reports are detailed and of good quality. 

○ Define who provided the service each day if multiple staff is working on the participant’s case. 

○ Report detail supports amount that is being billed.  

○ Calling employers and participants to confirm services were completed. 

• If errors are identified, the Missions Coordinator will reject/deny the report back to the Workforce 

Development Supervisor for corrections.  

• Once corrections are made the Missions Coordinator will perform a final review of the report. 

• Once approved, the Workforce Development Supervisor will submit the report and invoice to OOD for 

payment. 

• The CFO “or designee” will review 10% of the total reports and invoices each month after submission 

to OOD. The CFO will review for the following: 

○ Errors in the billing report and invoices. 

○ Comparing service time to timesheet to verify the Employment Specialist was on the clock.   

○ Contacting the employer and participant to verify the service occurred.  

○ If errors are identified the CFO will return the service report and invoice to the Missions 

Coordinator for corrections.  

• The HR Assistant will review for the following: 

○ All services have a proper authorization from OOD.  

○ The HR Assistant will be reviewing all invoices for accurate billing information. 

○ Compare the invoice to the accounting database.  

○ If errors are identified the HR Assistant will return the invoice to the Missions Coordinator for 

corrections.  

○ If no errors are identified the HR Assistant will contact the Missions Coordinator to inform that 

the billing is ready to be submitted to OOD.  

○ CFO will input the billings into accounts receivable and place in the invoice into an unpaid 

invoice file.  

○ Once payment is received the HR Assistant will record the payment.  

○ Any account more than 60 days past due will be contacted monthly by the HR Assistant. 

○ The HR Assistant will complete audits once a quarter to ensure invoiced amounts reconcile 

with payments. 
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Goodwill of South Central Ohio, Inc. is committed to promoting the fiscal stability of the organization in a 

manner consistent with the organization mission, vision, values and code of ethics, and in accordance with 

responsible business practices and legal requirements. 
 

Fiscal stability will be maintained through strategic planning by CEO and CFO, informed budgeting, sound 

business and accounting practices and comprehensive insurance that adequately protects all assets of the 

company. 
 

Fiscal records shall be maintained to report the agency’s financial status according to internal policies and 

needs including legal requirements. The monthly budget reports shall accurately reflect the agency’s financial 

status and fiscal operations. 
 

We will notify third-party payers (e.g., Opportunities for Ohioans with Disabilities) in writing, immediately of 

any overpayments discovered. In addition, the CFO will immediately report remedial steps to OOD to address 

the reason for the overpayment.  
 

CEO will disclose any material deficiencies, in writing, immediately to the appropriate government oversight 

agency if necessary. 
 

The Finance Committee will annually review accountant work products for any potential conflicts of interest 

between the accountant and the Board of Trustees, officers, and affiliates that may result in an impairment of 

auditor independence.  
 

The CFO attest that all financial, accounting and claims data included in any report is based on auditable, 

verifiable, and adequate documentation. 
 

All disclosure or release of financial information must be presented in a manner that: 

• Does not contain an untrue statement of a material fact or to omit to state a material fact. 

• Reconciles the financial information (income revenue expense) presented with the financial condition 

and results of operations of the business.  

• In addition, all cost and financial data must be based on Goodwill financial records, which must be 

capable of verification by both internal and external auditors.  

Section 4 C. Fiscal Procedures 

Section 4 D. Payroll Procedures 

Pay periods are weekly. Paychecks are directly deposited into individual employee checking or savings 

accounts or handed to them. All employees are required to fill out a time sheet or use Paycom. Goodwill staff 

is required to record actual start and stop times on all time sheets.  
 

Employees are responsible for maintaining their own daily record of time worked. Timesheets are to be 

updated by close of business and not done on the last day of the pay period. You must fill out and sign your 

own timesheet. No person is allowed to fill out another person’s time sheet. Your handwritten signature on 

your timesheet means you agree with all information on the timesheet and any falsification of time on your 

sheet, failure to update daily, or filling out another person’s time sheet will be subject to disciplinary action or 
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dismissal. The organization expressly prohibits any employee from altering his/her own or any other 

employee’s time record. It is a violation of organization policy to change or falsify a time record. Any 

employee who violates this policy shall be subject to termination.  
 

The Workforce Development Supervisor will perform a review of time sheets (at the end of the pay period) 

compared to the Outlook calendar to ensure the accuracy of times worked and that the objective is being met 

in relation to providing services to participants. If errors are identified the Workforce Development Supervisor 

will reject/deny the timesheet and return to Employment Specialist for corrections. If there are no errors found, 

the Workforce Development Supervisor will approve timesheets with a handwritten signature and forward to 

payroll for processing. 

Section 4 E. Fiscal Monitoring 

Fiscal monitoring is to prevent the deliberate or misguided use of funds for unauthorized purposes. Goodwill 

has an integrated system of internal control, designed to provide reasonable assurances that we will attain the 

following:  
 

• Effectiveness and efficiency of operation, including the safeguarding of assets  

• Reliable financial statements  

• Compliance with applicable laws and regulations; and, 

• CEO will provide an annual assessment of the internal control system to our Board of Trustees. 
 

As part of the fiscal monitoring Goodwill shall: 
 

• Attend quarterly meetings with OOD area supervisors and counselors to discuss Goodwill’s invoicing 

and payment status and determine if any changes should be made to better ensure compliance. 

• The Workforce Development Supervisor will ensure constant contact between Employment Specialist 

and Counselors by being copied on all emails or being sent a follow-up email after every phone call 

summarizing the discussion.   

• Staff shall attend all OOD VR Provider Manual and Fee Schedule training and refreshers. 

• The Workforce Development Supervisor reviews all reports and invoices (see billing for review 

specifics) and will track errors and determine agency training needs based on trends found.  

• The Workforce Development Supervisor will perform a review on all timesheets and ensure the 

accuracy of times worked and that objective is met in relation to providing services to OOD 

participants. 
 

The CEO and CFO shall attest that: 
 

• The financial statements and claims submitted do not contain any materially untrue or misleading 

information; 

• Appropriate internal controls are in place to protect the corporation and ensure the integrity of the 

accounting systems; 

• Internal controls have been evaluated; and, 

• Any fraudulent activity involving personnel who deal with internal controls has been reported to the 

company’s auditors and Financial Committee. 
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In addition, the CEO and CFO will certify that internal accounting controls are in place and sufficient to 

protect corporate assets and ensure the integrity of the accounting systems.  
 

• It is the responsibility of the Financial Committee working with management to ensure that ongoing 

auditing and monitoring is properly executed, documented and evidenced. 

• The Financial Committee will ensure that ongoing auditing and monitoring of all internal controls take 

place, and will undertake a process by which senior management will be able to certify that the 

company has in place internal controls sufficient to gather the information needed to evaluate and 

reflect in the financial statements. 

• The Financial Committee will ensure that audits are completed in a timely fashion. 

• Ensuring implementation of policies and procedures that will require employees to act in full 

compliance with all applicable laws, regulations, and policies. 

• Provide oversight to the compliance program relating to the conduct of business that will ensure that 

high ethical and conduct standards are met. Ensure that the mission, values, and Standards of Conduct 

are properly communicated to all employees on a regular basis. 

• Provide oversight to the implementation of the compliance program, and ensure adherence to the code 

of business ethics, laws and regulations, and recommend any revisions thereto, as appropriate. 

• Review the activities of management and its employees in light of the code of business ethics and the 

compliance program to ensure that policies and procedures are properly understood and followed. 

• Review matters relating to education, training, and communication in connection with the code of 

business ethics to ensure that the policies and procedures on compliance are properly disseminated, 

understood and followed. 
 

There is a thorough review of internal control structure, including but not limited to, compliance with internal 

policies and procedures, adequacy of supervisory and management oversight, and operations (e.g. 

Coordination of payroll and VR Program functions).  


